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POSITION SUMMARY

This position serves as the Chief of the Mediation and Enforcement Section in the Bureau of Consumer
Protection. Under general supervision, this position oversees the statewide mediation and investigation
activities of the consumer protection program and serves as a technical expert for a broad regulatory
program of over 70 laws and rules. Responsibilities include: the development, coordination, and
oversight of effective regulatory compliance and enforcement procedures for the bureau staff consistent
with department policies and the division’s responsibilities; management of the bureau’s prosecution
referral process - review and approval of final investigative reports for accuracy, completeness and merit
prior to forwarding to the Bureau Director for prosecution referral; and direct supervision of the Mediation
Unit Supervisor, as well as the investigators and regulatory specialists in the bureau's Investigation Unit.

This position coordinates bureau compliance activities; including staff training, consumer complaints,
warning letters, assurances of compliance, stipulated civil forfeitures and prosecution referrals; andis
responsible for conducting activities within established performance metrics and identify areas for
improved efficiencies. These activities require the position to work closely with DATCP staff and
management, the public, the Department of Justice and other government agencies, reguiated
industries, and local officials to administer program objectives and provide information about state and
federal consumer protection laws.

This position serves as a member of the management team and participates in strategic planning, setting
overall policies, and assisting in decision-making processes which affect program operations, as well as
bureau and division goals. :

GOALS AND WORKER ACTIVITIES

40% GOAL A: Responsible for overall Mediation and Enforcement Section administration,
including: strategic pfanning, policy, and program area objectives.

A Develop and administer Section operation and program objectives, staffing and
training needs.

A2 Develop, implement and coordinate an annual Section work plan with specific
goals and evaluate on a regular basis throughout the year (e.g., quarterly); maodify
the work plan as appropriate.

A3 Develop, implement and coordinate effective regutatory compliance and
enforcement procedures consistent with department policies and the division's
responsibilities.

A4 - Develop short and long range regutation and compliance goals and objectives
pertaining to the Bureau’s responsibilities.

A5 Prepare evaluation and accomplishment reports on Section programs as needed
for agency management, legal, etc.

A6 Evaluate changes in laws, administrative codes andfor policy interpretations affecting
division programs. Provide or oversee staff training on changes or updates.
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35% GOAL B:

B.1

B.2

B.3

B.4

B.5

B.6

B.7

B.8

B.9

B.10

B.11

Oversee and coordinate the maintenance of the Bureau of Consumer Protection’s
complaint and compliance tracking database system as it relates to the
development and maintenance of codes, letters, and reports pertaining to the
Mediation & Enforcement Section.

Direct implementation of joint work initiatives and review of process between units
(mediation and investigation) to ensure staff resources are being utilized
effectively. Ensure case information is shared across units in an effective manner.

Meet with the mediation unit supervisor on a regular basis to discuss cases,
training needs, work flow, etc. Ensure effective work relationships are established
and maintained across work units.

Perform other duties as assigned.

Administration of the Investigation Unit.

Set investigative operation and program objectives that are consistent with the
goals of the Mediation & Enforcement Section and the Bureau of Consumer
Protection.

Develop policies, procedures, methods and training to accomplish the objectives of
the investigation functions within the consumer protection program.

Evaluate effectiveness of existing processes, policies and procedures. Oversee
the implementation of improvements to achieve positive results.

Provide and coordinate staff input into the development of investigation handling
policies, procedures, and fraining.

Develop and produce reports to monitor, analyze and measure investigation
handling practices, and staff workload and performance against bureau objectives.

Plan, coordinate, and direct enforcement actions with counterpart federal agencies
and attorneys general to ensure Wisconsin’s role in national enforcement actions.

Oversee the prosecution referral process. Review and approve final investigative
reports for accuracy, completeness and merit prior to forwarding to the Bureau
Director with a recommendation for prosecution referral.

Direct complex statewide compliance actions leading to prosecution, injunctions,
and holding orders. This may also include the coordination of administering oaths,
conducting subpoena returns, and performing duties of notary public.

Plan, coordinate and direct daily activities of the investigation unit.

Develop and maintain a procedural and training manual for investigation functions.

Perform other duties as assigned.
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15% GOAL C:

C.1

C.2

C.3

. C4
C.b
C.6

C7

C.8

(OR¢)

10% GOAL D:

D.1

D.2

D.3

D4

Management and supervision of staff, including the handling of internal
personnel issues to promote teamwork and unit professionalism.

Develop employee objectives, conduct performance evaluations, counsel and
guide staff.

Review and approve leave schedules, training requests and timesheets; assess
and discuss staff training or career development needs, ensuring equal access
and opportunity.

Review and/or recommend disciplinary action (including answering first step

grievances), reclassification, layoff, resignations and dismissals for compliance

with applicable standards and rules.
Monitor and implement Compensation Plan provisions as applicable.
Schedule work assignments to ensure effective services; assign special projects.

Provide technica! and procedural advice to staff; review and approve staff reports
and other correspondence.

Develop and implement training objectives and programs for staff o facilitate
performance of assigned tasks and assist with career development planning.

Coordinate or participate in the recruitment, selection and hiring of new staff (e.g.,
develop exam benchmarks, interview prospective employees). Review the hiring

and selection processes to assure fairness and equal opportunity for all applicants.

Monitor the implementation of Affirmative Action/Civil Rights Compliance plans
within assigned areas of responsibility; this includes ADA compliance.

Serve as a liaison and technical expert on consumer protections laws and
rules.

Respond to inquiries from federal, state and local consumer protection
organizations, law enforcement, businesses, consumers, industry, and others
regarding consumer protection policies, laws, and regulations, as welt as Bureau
policies and procedures.

Represent the bureau as requested at meetings, seminars and conferences.
Provide technical assistance to agency staff or legal counsel for purposes of
clarifying issues related to jurisdiction (e.g., state vs. federal domains, program
requirements, etc.)

Identify business practices where there is no clear regulation or standard to
recommend new or modify current legisiation in areas where abuses exist.
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D.5 Develop and maintain close liaison with other consumer protection agencies,
business organizations, and consumer groups.

KNOWLEDGE & SKILLS REQUIRED

A

B.

~

voZz=

Extensive knowledge of division, department, state, federal, and other state consumer protection
activities.

Extensive knowledge of consumer protection laws and administrative codes.

Substantial knowledge of the use of program objectives, performance standards, evaluation
mechanisms, and other operating policies and procedures necessary to administer assigned
programs.

Effective communication and interpersonal skills.
Knowledge of overall program and operational planning and program policies and procedures.

Knowledge of and skill in analyzing information, developing fong-range plans, and determining
program priorities.

Substantial knowledge of management techniques relating to planning, delegation, accountabiity,
and motivation.

Knowledge of and skili to work closely with applicable government agencies and maintain liaison
with state, national, and federal consumer agencies.

Knowledge of staffing needs and the necessary allocation of personnel and monetary resource to
meet program needs and objectives.

Extensive knowledge of negotiating skills needed in controversial and hostile situations.

Extensive knowledge of investigative processes and techniques, report writing, and prosecution of
offenses.

Substantial ability to teach investigative processes and techniques, report writing, and prosecution
of offenses.

Knowledge of Wisconsin Statutes and administrative rules assigned to the agency.
Substantial verbal and written communication skills, including editing and proofreading skills.
Significant knowledge of conflict resolution.

Ability to establish and maintain a variety of professional networks.

SPECIAL REQUIREMENTS: Occasional in-state trave! is required. Incumbent must possess a valid Wi
driver's license or the ability to provide one’s own transportation for work purposes.
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WISCONSEN DEPARTMENT OF AGRICULTURE, TRADE & CONSUMER PROTECTION
DIVISION OF TRADE & CONSUMER PROTECTION

Bureau of Consumer Protection

R2FTE

BUREAU OF GOMSUMER PROTECTION

Hichollo Reinen, Director
Bureau of Censumer Protection
Admirgstrative hanager PR81-01
34739 1FTEGPR

I

CONSUMER INFORMATION & EDUCATION
Cynthia Burch, Supsrvisor
Consumer Complaint Supenisor FR81-03
311854 1FTEGPR

Lawra Fay
Offico of Privasy Profection
Agency Liason PRE1-03
334007 1 FTEGPR

Vacant, Chief
018316 1 FTE GPR

MEDIATION & ENFORCEMENT SECTION

Chef, Regulatory & Technical Senices PR81-02

|— Mike Englund
Cons Comp Prog Assoc PROZ-11
315402 60 GPR 40PRO

— Carolyn Kelcham
Cons Comp Prog Assoc PRO2-11
035954 1 FTEPRO

— Jufy Shogren
Cons Comp Prog Assoc PROZ-11
014883 1FTEPRO

I— VAGANT {Schnetzlen)
Cons Gomp Prog Assoc PROZ-11
024668 1FTEPRO

L VAGANT (Fritz/Martig)
Cons Comnp Prog Assoc PRO2-11
311510 {FTEPRO

L Anne Warczak
License Pemmit Prog Assol PROZ-11
330639 1FTEPRO

[

1

MEDIATION UNIT
VACANT, Supervisor
Consumer Protection Supendsor  PR31-03
038692 1 FTEGPR

INVESTIGATION UNIT

Brenda Altman - Leadworker
Consumer Prat Investigator - Ads PRO5-156
302460 1FTEGPR

Kathi Ashmore
Consumer Prot Investigator - Snr PROS-14
324344 1FTEGPR

Eic Brean
Consurner Prot [nvestigator PRO5-13
037636 {FTEPRO

Kegan Howard
Consumer Prot Investigator - Sar PR0S-14
016212 1 FTEGPR

Stevs Samuel
Consumer Prof Investigater - Snr PR05-14
321822 1 FTEPRO

Darm Schnetder
Consumner Prot Invastigator PR05-13
310600 1FTEPRO

David Solfe - Leadwurker
|__ Consumer Prot Investigator - Ady PRO5-15
308038 1FTE GPR

Kafrina Cardin
Consumer Prot Investigator PR05-13

T 330837 1FTEPRO

Censumer Prot Investigator - Snr PRAS14

I 334078 5 GPR.5PRO

Brian Kalb
| Consumer Prot Invesbioalor PROS-13
330540 1FTEPRO -

Tony haitin - Offico of Privacy Protection
Consumer Prot Investigator PRO513

| 334079 1 FTEPRO

Nems Eberhardt - Office of Privacy Protection

— Bobbi Eriy - Leadworker
Regulatory Spedidist - Serlor PROT-03
302531 1 FTEPRO

I~ VACANT - Leadworker
Reguiatory Speciafist - Senior PRO7-03
G307 1 FTEGPR

I— Aaron Adamzak
Consumer Prot lnvestigater - Adv PROS-16
302530 1 FTEPRO

— Kiistin Avery
Consumer Prot invastigater - Ady PRO5-15
061103 1FTEGPR

I-- Robest Esselman
Consumer Prot invastigator - Ady PRO5-15
330641 1FTEPRO

I~ Kathizen Kemp
Consumer Prot bwestigator - Adv PR0O5-15
321824 1 FTEPRO

|— Gary Napraila
Consumer Prat Investigator - Adv PRO5-156
013854 1FTEGPR

I— Roweard Philips
Consumer Prot lnvestigator - Ady PRO5-15
00377 1FTEGPR

|- Jeffery Schnelzler
Consumer Prot investigator - Ady PR0OS-15
(34498 1FTEGPR

L. Steve Fammner
Consumer Prot investigator - Snr PR0O5-14
078991 1FTEPRO
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